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Ari:a;3 i'or Coos iderat ion 

Scductioa :i,n voluns of rr^coods at the Records Center 
Reduction of records helsl in active files 
I>ro:iioi:.ion of the Records Actriinistration Progiraiti 
Control the creation of records 
Identify records xoi- permanent x'etention 
Designate office of record 

Study records control schedules and reevaluate all records 
series having no definite time limits. 

Ctiallenge the creation of I'ccords and the systems and procedure 
pi'oducing the record.s . 

Review s/nd refinement of records control sched.uie3 
Microminiaturis'.a.tlon of records 

Study and. develop new records storage and .retrieval methods 

.Examine the Vital .Recorxls Program 

Improve the Supplemental .Dist.ribution function - 

Establish autho.rity and define responsibilities for records 
off.i.cer positions 

Trciining programs for records officers 

Career se.rvice program and recognition 

Keep abreast of new technologpi.es in records management 

Correspondence 3.nd Reports .Management programs 

Establish repo.i'ting systems 

Evaluate new spiacs saving f j.lirig equipment 

Establ:!.sh uniform filing systems 

Control of copy ma,chines and their use 
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